Canada Border Agence des services 
Services Agency frontaliers du Canada 


ONE| STAFFING POLICY 


This policy takes effect on April 1, 2016. 


This policy applies to all staffing actions made within the Canada Border Services Agency (CBSA). 


The federal public service staffing framework is governed by legislation and policy which must be respected by 
sub-delegated persons. 


Staffing actions must respect legislative requirements while supporting operational needs of the Agency. 


Staffing decisions must be made in accordance with the Results and Risk-based Staffing Model. 
This policy excludes requirements already stipulated in legislation and policy. 


The Public Service Commission (PSC) requires Deputy Heads to establish a policy on area of selection, to provide 
direction on choice of appointment process; and to establish requirements to articulate, in writing, selection 
decisions. 


Establishing the area of selection 
The area of selection! for internal appointment processes must: 


e Provide reasonable accessto a sufficient number of potentially qualified candidates. 

e Provide reasonable access to recourse in the case of a non-advertised process and must also include the 
area where the proposed appointee is from. 

e Respect the lifeline provisions of employees from Veterans Affairs Canada and the National Energy 
Board." 


The area of selection for an external appointment processes must: 


e Include a national area of selection in accordance with the PSC Appointment Policy. 


Choice of process 


The Results and Risk-based Model provides the flexibility to choose between an advertised or non-advertised 
process. Deputy Head's direction on choosing the type of process is provided through the Model which must 
be followed when making staffing decisions. 


Selection decisions 


The selection decision for appointment must be based on merit and may include other elements relevant to 
business needs. The explanation of the decision must be made in writing and placed on the staffing file. 


The CBSA Corporate Resourcing Division of the Human Resources Branch will monitor the application of this 
policy. 


This policy will be reviewed within a 5 year cycle from implementation. 


Questions related to the application of this policy are to be directed to your Human Resources Advisor. 


' Rigaud is to be considered within the geographic boundaries of Montreal for the purposes of establishing an internal area 
of selection. 

i Veterans Affairs Canada headquarters employees whose substantive positions are located in Charlottetown and the 
National Energy Board (NEB) employees whose substantive positions are located in Calgary and who were employed inthe 
NEB prior to July 1, 1996, must be included in any internal advertised appointment process for which employees or persons 
occupying positions in the National Capital Region are eligible. 


CBSA - Released under the Access to Information Act. 
ASFC - Divulgation en vertu de la loi sur l'Accès à l'informati 
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Introduction 


This guide provides employees with information that will assist them in applying for jobs at the Canada Border 
Services Agency (CBSA) and preparing for assessments in order to further develop their career. More specifically, 
the guide provides information on: 


e where to look for jobs; 

e how to apply to jobs; 

e how to prepare for an assessment; and 

e understanding the selection and appointment stages of a process. 


Planning your career 


As an employee of the CBSA, you are a key contributor helping the Agency meet its mission and mandate of 
providing integrated border services that support national security and public safety priorities and facilitate the 
free flow of persons and goods, including animals and plants. 


As your skills, interests, and experiences change over time, your career aspirations might also shift. It is 
important to explore the possibilities so that you can make a well-informed and thoughtful choice about whether 


l'information 


to seek out new opportunities. Employees at all levels have an active role in their own learning and development 
by acquiring and maintaining the knowledge, skills, and abilities necessary for their current functions and 
assessing their future learning needs to support effective performance and facilitate career/professional 
development. 


One of the most important tools in helping you plan your career is your Personal Learning Plan. This plan helps 
you recognize your strengths, development needs, and preferences. It is an ongoing process, usually carried out 
in partnership with your manager, that involves self-assessment, exploring career options, and setting goals and 
objectives. It is an opportunity for you to give some thought to what work you would like to do in the future, and 
how you can best prepare yourself to move your career in that direction. Information on Performance 


Starting your job search 


Job opportunities can be advertised or non-advertised. Those that are advertised provide candidates with an 
opportunity to indicate their interest by applying for the job. In a non-advertised process, it is the hiring manager 
who decides which candidates will be considered for the opportunity. 


Jobs that are advertised might be open to members of the public (i.e., external process) or restricted to 
persons/employees who are already in the public service (i.e., internal process). Employees of the CBSA are 
permitted to apply on jobs that are open to the public. 


Posters for internal and external appointment processes are advertised on GC Joos. The posters will feature 
information about the position including salary, geographic location, essential qualifications, other merit criteria, 
and other important messages. This site also offer job alerts e-mail notifications. When you register for these 
automated messages, you will receive e-mail notifications whenever a job opening matches your predefined 
criteria. 


Reviewing the advertisement 


When you find an advertisement that interests you, carefully review the poster and ask yourself: 


e Am I interested in this job? 

e Am I eligible to apply? 

e Do I possess the merit criteria required? 

e Can I meet the conditions of employment? 

e How do I submit my application? 

e What do I submit? 

e When is the application deadline? 

e How do I package my information to ensure consideration at the screening stage and beyond? 


In general, you should be able to find the following information on the advertisement: 


e Position title, classification group and level; 
e Department, branch, division; 

e Location of position; 

e Salary range; 


e Tenure or type of staffing action they are willing to consider: indeterminate (i.e. permanent), specified 
term, acting appointment, assignment, etc.; 


e Who can apply (i.e. Area of Selection): For example, open to employees or persons employed by 
Department X; 


e The merit criteria that will be used for screening such as language requirements, education and 
experience qualifications; 


e A link to the complete Statement of Merit Criteria and Conditions of employment; 


e Functions or duties of position: The description under Duties on the advertisement can range from the 
detailed to the general. It is a good idea to contact the person listed under General inquiries if you need 
more information or a copy of the work description; 


e Closing date for submitting an application; 
e General inquiries contact name and number; 
e Information on how to apply; and 


e Notes that describe things such as assessment methods that may be used in the process, or describe 
certain aspects of the position, or how the results of the process may be used. 


There are different types of staffing processes that can be advertised. Some processes result in a staffing action 
that is considered an appointment (e.g. indeterminate, determinate, etc.) while other processes are non- 
appointments (e.g. assignments, deployments, etc.). There are different requirements for these two categories of 
staffing actions. Appointments require an assessment against a statement of merit criteria, whereas, non- 
appointments do not. This guide will focus on preparing for advertisements that result in an appointment. 


Tips: 


When reviewing the poster, pay particular attention to the section "Other Information (Notes)". There are often 
important reminders about such things as the requirement to demonstrate that you meet the screening criteria, 
with respect of employment equity and diversity provisions, or the need to inform the employer about 
accommodation (in the case of special needs). 


Some of the terminology used on job advertisements can be unfamiliar and confusing. Please find below, 
important definitions and descriptions to help you understand the advertisement and the appointment process. 


A statement of merit criteria - usually appearing as a link from the advertisement — tells you what qualifications 
you need in order to be eligible for appointment to a position. 


There are four categories of merit criteria: 


e Essential qualifications: This can be the education, experience, knowledge, abilities, and personal 
suitability necessary to perform the work. Refer to the section below for more detailed information.. 


It's important to note that all of the essential qualifications will be assessed during the process. One or 
more of the essential qualifications may also be applied to screen applications. 


Official language requirements are considered an essential qualification. Unless the position is staffed on a 
non-imperative basis, you will not be offered a position if you fail to meet the language requirements. 


e Asset qualifications: These qualifications are similar to essential qualifications. They can be related to 
education, experience, knowledge, abilities, and personal suitability. 


You do not have to meet the asset qualifications in order to apply for a position. These qualifications are 
known as nice to have. 


e Operational requirements: These are work requirements needed in the position such as the 
requirement to work overtime or travel. 


e Organizational needs: Refer to current and future needs of the department to meet its mandate, such 
as meeting employment equity objectives or other objectives set out in the Human Resources Plan. 


e Conditions of Employment: Conditions of employment (COE) are not merit criteria, but are often 
published along with the merit criteria in order to inform candidates and to be transparent. These COE 
could include things such as medical suitability and security/reliability, shift work, acceptance of future 
deployments, etc. 


Candidates must meet all COE before being appointed and they must be maintained throughout the period 
of employment. 


The following provides additional information on some of the types of criteria that you might find on a typical 
statement of merit criteria. 


e Education: Academic, vocational, or technical studies and training acknowledged through a credential or 
other official documentation from, or accepted by, a recognized Canadian educational institution. 


Alternatives to education, such as a combination of experience and training, may be applicable. 


e Occupational Certification: Refers to required occupational designation or eligibility for registration as a 
member of the occupation, such as chartered accountant and lawyer. 


e Official Language Proficiency: All positions are identified as either bilingual or unilingual (English 
and/or French). 


For bilingual positions, there are three general second language skills: reading, writing, and oral 
interaction. There are three levels of proficiency for each of these general skills — levels A (lowest), B, C. 
Candidates who are fluently bilingual might receive an exemption from having to ever be retested. Your 
second language skills must be evaluated through the Public Service Commission's Second Language 
Evaluation (SLE). You results are valid for a maximum of five years unless you have received an 
exemption. 


Bilingual positions may be staffed on an imperative or non-imperative basis: 


Imperative staffing means the position must be filled by someone who meets the language requirement at the 
time of appointment. Non-imperative staffing means the position may be filled by a candidate who does not meet 
the language requirement but who commits to going on language training to obtain the required level of 
bilingualism, or who is exempted under the Public Service Official Languages Exclusion Approval Order. 


e Experience: Refers to past activities that provided an opportunity for the acquisition of knowledge and 
the development of skills/abilities relevant to the work to be performed in the job. Experience may be 
expressed in terms of its relevance, depth and breadth, or other aspects as they relate to the duties and 
responsibilities involved. 


e Knowledge: Defined as the awareness of facts, theories, systems, practices, regulations, and other 
information. 


e Abilities/Skills: Refers to what a person can do. They encompass a wide variety of different abilities or 
skills including, for example, planning and communication, or proficiency in using software such as 
spreadsheets, presentations, etc. 


e Aptitudes: Refers to what a person can learn to do, given training or exposure to the appropriate 
environment (refers to the potential or capacity to acquire new abilities/skills). 


e Personal Suitability: These are the personal traits, characteristics, or attributes that affect the 
performance of one's duties. This may include a wide range of motivations and attitudes relevant to 
effective work behaviour such as team work, resourcefulness, and flexibility. 


Applying for jobs 


If you are interested in moving forward after you have reviewed the poster, you must then prepare and submit 
your application. Ensure that you: 


e identify the closing date since you must submit your application by that date; 


e confirm you are in the area of selection often identified in the Open to or the Who Can Apply section of the 
advertisement (whether or not you are included in the area of selection will depend on a wide range of 
factors that can include: where you reside, where you work, where you report to, if you are acting, on 
secondment to another department, on assignment within your department, or on an Interchange 
assignment. This depends on how the "Open To" clause is defined. For example, if the poster states "Open 
to persons employed in the CBSA" both substantive employees of the CBSA and people on secondment 
into the CBSA can be considered; however, if the poster stated "Open to employees of the CBSA", persons 
on secondment into the CBSA would be eliminated. If you are not within this area of selection, do not 


apply); 
e seek clarification from the contact person identified on the advertisement, if need be, before applying; and 


e print a copy of the poster and the statement of merit criteria for your records. 


Before submitting your application, review the following checklist: 


e Am I providing the most up-to-date information? 
e Am I highlighting my strengths and achievements? 


e Am I addressing each of the qualifications requested in the poster and that I include in my application 
(usually the education and experience qualifications)? 


e Am I providing factual details that describe how I meet each of these qualifications? You should write at 
least one to two paragraphs explaining how you have demonstrated the particular qualification. Provide 
relevant examples from your work, study, or community roles. Be clear and to the point. Where possible 
use actual examples of what you have done, how well you did it, what you achieved, and how it relates to 
the requirements of the job. 


e Am I respecting all of the instructions that might have been provided in the Notes / Comments section of 
the poster? For example, some posters will ask you to submit the names of your references or your 
Personal Record Identifier (PRI) at the time of application. 


Tips: 


Keep in mind that the documents you submit might be your first introduction to the hiring manager. First 
impressions are sometimes lasting impressions! 


The screening process 


Once you have submitted your application, the people responsible for your assessment (i.e. Assessment Board) 
will screen your application. They will verify that you applied on time, that you are in the area of selection and 
they could assess certain qualifications such as education and experience. 


To make the screening process equitable, the manager does not assume, guess, or extrapolate information; 
he/she only considers the information that you provide on your application. If the advertisement requires you to 
demonstrate your ability to meet the criteria of the job, this means providing substantiating information — for 
instance, evidence of past experience — to prove that you have the qualifications required. 


If you failed to clearly demonstrate that you meet the screening criteria, your application will be rejected. The 
Employment Act must be based on merit; this means that, at a minimum, whomever is deemed to be qualified 
in the process must meet each and every essential qualification. If during the screening stage you fail to prove 
that you meet a particular essential qualification, you cannot be deemed to be qualified. Depending on the 
number of applications received, the screening process may take some time. If you are screened-out from an 
internal process, you will receive a letter or e-mail that may outline which elements of your application were 
considered lacking. In the case of an internal appointment process, you can request an informal discussion with 
the manager to talk about the decision. 


If you meet the screening criteria, you are then eligible to continue in the process and be assessed for the 
remainder of the qualifications. 


Tips: 


You should start preparing yourself for assessment as soon as you submit your application. You may be expected 
to be available for assessment shortly after the closing date. 


How to prepare for an assessment 


If you are screened-in, you will move to the assessment phase. The assessment can take place over several 
stages and will assess the remaining qualifications listed in the statement of merit criteria such as knowledge, 
abilities, and personal suitabilities. 


The Assessment Board must assess each essential qualification and could also assess the other categories of 
qualification found in the statement of merit criteria. The Board could use one tool or several tools to assess a 
single qualification. Some of these tools could include: 


e skill tests — your specific skills, such as typing or investigation techniques are assessed; 


e written tests or exercises - your knowledge and/or abilities are assessed; 

e interviews - you could be interviewed by one person and/or a panel; 

e situational questions - how you handle a given situation; 

e behaviour-based questions - how you behave under particular circumstances; 
e simulation — a real work situation is replicated; 

e presentations - you are asked to make a job-related presentation; 


e role playing - you are asked to play a particular role, such as a supervisor, to show how you interact with 
others; 


e work samples — you have the opportunity to show examples of your past work; 
e review of performance evaluations: your past performance evaluations; and 


e reference checks — your references may be contacted to confirm your background. 


The statement of merit criteria provides a detailed description of the job requirements of the position and enables 
you to anticipate some of the questions you may be asked. This document is usually available as a link on the job 
advertisement itself. Reviewing it may enable you to anticipate some of the questions you may be asked during 
the interview and prepare your answers accordingly. For example, qualifications such as knowledge are more 
easily assessed through a written test, whereas personal suitabilities are more easily assessed through an 
interview and then validated through a reference check. When scanning the list of personal suitabilities on the 
statement of merit criteria you might notice that some of these qualifications could be best assessed by stating an 
example from your past (e.g. teamwork.). If there are qualifications that you suspect might warrant an example 
from your past for the Assessment Board, prepare a good one in advance. 


When you are preparing an example, you want to ask yourself "what is the Board looking for?" The Board will be 
looking for you to demonstrate particular aspects of a given qualification. For example, different aspects of 
"Leadership" could include inspiring people, developing a vision, planning for the future, facilitating success of 
employees, and leading change. These aspects will change depending on the type of job that is being staffed. For 
example, the aspects of "Leadership" that the Board would hope to find in a candidate for a Senior Advisor 
position would be different from "Leadership" for an Executive or middle manager position. You'll want to develop 
an example that will be appropriate for the job you applied for. 


Only candidates who successfully meet the qualification that is being assessed will be invited to the next stage of 
assessment. After each stage of assessment, the Board will communicate with you to let you know if you are 
moving on in the process or if you have been eliminated. Some managers may let you know quickly if you've 
been successful, others may take longer depending on the number of candidates, location of the candidates, 
availability of the Assessment Board, etc. If you have not received your results within a few weeks of an 
assessment, you can contact the officer listed on the poster and ask about expected timeframes for announcing 
the decision. 


Tips: 


Candidates have a right to be assessed in the language of their choice either in English and/or French regardless 
of the language profile of the position being staffed or the location of the position. 


Requesting an informal discussion 


If you are eliminated from further consideration in an internal appointment process, you will have an opportunity 
to request an Informal Discussion. Informal Discussion is a candidate feedback process; it is a conversation 
between you and the manager or a member of the Assessment Board that allows you to learn more about why 
you have been eliminated from further consideration. 


You can request Informal Discussion as soon as possible after you are eliminated from consideration for 
appointment, e.g. screened out on area of selection, experience/education, failed knowledge test, etc. It is not 
considered a part of the recourse process and has no impact on your ability to file a complaint with the Federa! 
Public Sector Labour Relations anc Emp ovineni Loare (FPSLREB) at a later time. 


You can anticipate that during the Informal Discussion you will have an opportunity to review your assessment 
and score(s) and learn about how the assessment was conducted. You will learn where you did well, where you 
can improve and learn about the areas where you may need to gain additional training, education, or experience. 
This information will help you to prepare for the next time you enter an advertised appointment process. If during 
the discussion an error in your assessment is identified, the manager can decide to let you back into the process. 
The Informal Discussion must focus on your results and not the results of other candidates. 


Pool management 


If you are found qualified by the Assessment Board and the result of the process is intended to be used over a 
period of time to staff positions, you will be placed in a pool of qualified candidates. Note that there can be 
different types of pools established throughout a process. For example, you might be placed in a partially- 
qualified pool if you have only been assessed on some of the qualifications from the statement of merit criteria. In 
this case, you might be invited to participate in additional assessments at a later point in time. If you have been 
assessed on all of the merit criteria, you will be placed in a fully-qualified pool. This pool is available to 
management as a source of qualified candidates who can be appointed to fill future vacancies. 


Determining the right fit 


Once the pool has been created, managers who want to use the pool to staff their positions will need to determine 
their "right fit" selection criteria. This criteria is based on the statement of merit criteria that was used to qualify 
candidates in the process. The manager will review the statement of merit criteria and determine which 
qualification(s) are the most needed for the position to be staffed. The qualified candidate who most closely 
matches that of the selection criteria is the "right fit" for that job. You should note that the same manager is 
permitted to use different selection criteria to staff different positions within an organization. Also, the selection 
criteria for a job can change over time depending on changes to the organization. 


Notifying Candidates 


When a manager in an internal process has selected a qualified candidate for appointment, he/she will notify the 
people in the area of selection of the decision. Notification is usually posted on G€ Japs. Notification is a two-step 
process: 


e The first notification (Notification of Consideration) informs the candidates, in writing, of the name of the 
candidate(s) being considered for an appointment, as well as the start and end dates for the waiting 
period that will enable unsuccessful candidates to request an informal discussion. 


e The second notification (Notification of Appointment or Proposed Appointment) informs all the concerned 
individuals of the final decision. It provides the name of the qualified person who has been appointed or 
proposed for future appointment. It also serves to inform candidates of their right to file a complaint with 
the Federa: Public Sector Labour Relations anc Employment Board. 


Receiving an offer of appointment 


If you receive an offer of appointment, the manager may first call you to determine your level of interest and a 
proposed start date. Following this discussion, the manager will send you a letter of offer. You should not make 
any formal decisions, such as giving notice to your current position, until you have received the written offer 
signed by the manager. Carefully review the letter to ensure that you understand the terms and conditions of the 
appointment. 


The letter of offer contains all of the terms and conditions that apply to the particular appointment, including: 


e key position descriptors (e.g. department, title, group and level, position number); 
e rate of pay on appointment or a reference to how salary will be determined; 
e the effective start and termination dates if it is a specified period appointment; 


e whether the position is excluded from collective bargaining and if not, that the collective agreement 
requires the deduction of union membership dues from salary; 


e information regarding the language requirements of the position, the successful candidate's linguistic 
proficiency and eligibility for the bilingualism bonus, if applicable; 


e the amount and conditions of payment of relocation expenses; 


e responsibilities toward the Va ues and Ethics Code for the Public Sector; and 


e the conditions of employment that must be met. 


The letter of offer is your employment contract and is a legal document. Review it carefully and follow the 
instructions in the letter with respect to accepting or rejecting the offer. Contact the hiring manager if anything is 
unclear or if you would like more information. If you decide to accept the offer, sign it and return it to the 
appropriate person. Finally, you cannot start performing the duties of the job prior to the effective date in your 
signed letter of offer. 


Seeking recourse 


Through the Public Service Employment Act, candidates in internal appointment processes are granted 
recourse to an independent body called the Federa! Public Sector Labour Relations anc Employment 
Soare (FPSLREB). If you believe that an abuse of authority occurred in the appointment process, or that you 
were not assessed in the official language of your choice, you can file a complaint directly with the FPSLREB. 


Mediation services are offered through the FPSLREB at any stage of a process, in order to resolve a complaint. 
Mediation is a voluntary and confidential process that promotes open and respectful communication, with the 
assistance of a mediator, and a neutral and impartial third party. Mediation allows the parties in a dispute to 
examine their interests and concerns, explore a variety of creative options, and develop solutions in a timely and 
cost-effective manner. Agreement to mediate does not mean that a complaint cannot be heard. 


Conclusion 


In conclusion, you should keep the following in mind: 


e understand the types of jobs that you are interested in; 
e actively search for advertisement for these jobs; 

e be aware of what you are applying for; 

e follow the instructions included in the advertisement; 


e submit your application on time and provide complete, factual, up-to-date and accurate information in 
your application; 


e review the statement of merit criteria and try to anticipate the types of assessment tools the Board might 
use to evaluate each qualification; 


e start preparing for your assessment by prior to receiving an invitation; 
e contact the appropriate people if you need additional information; 


e if you have been eliminated from further consideration request informal discussion in order to understand 
how to improve for future processes; 


e review GC Jobs for notifications informing you of appointment decisions from the process; 
e only act upon written letters of offer signed by the manager; and 


e be aware of your recourse rights. 
Annex A: Employee's Checklist: Preparing for Assessment and Post-Assessment 


Participating in an assessment 


e Review essential qualifications and any other criteria that are being assessed. 


e Remember that for each qualification the Assessment Board likely has a list of criteria that they are 
looking for you to demonstrate. You should reflect upon what type of criteria they could be looking for and 
prepare answers that will demonstrate those criteria. For example, if the qualification being assessed is 
"Effective oral communication” they might be looking for you to demonstrate criteria such as: 


o using business appropriate language; 

o presenting information in a concise way; 

o presenting clear and complete information; 

o adapting the content and style of communication for the audience; 


o speaking in a compelling manner which holds others' attention 


e Reflect on past relevant experience demonstrating that you are qualified for the position and prepare 
answers for the interview / exam questions. 


e Mentally prepare. Deep breathing exercises and stretching before the assessment can help you relax and 
better concentrate. 


e Arrive before the scheduled assessment and allow time for traffic or other unexpected travel problems. 
e Be well groomed and dress appropriately. 

e Show interest in and enthusiasm for the position. 

e Express information clearly. Provide factual and verifiable answers. 

e Exhibit a positive attitude. 

e Be well informed about the position and the organization. 

e Do not condemn organizations that you previously worked for. 


e Ask questions about the position. 


Post-Assessment 


I am in a qualified pool — what exactly does this mean? 


e Most processes result in a pool of qualified candidates from which future appointments can be made; 
however, there are some processes that are administered to staff a fixed number of positions and for 
which no pool is established. The advertisement should inform you whether or not a pool will be 
established. 


e Being in a qualified pool does not mean you are guaranteed a job offer. 


e Being in a pool does mean that you can be considered by hiring managers once they are ready to fill 
vacancies for similar positions. 


e Hiring managers must give careful consideration to candidates who have qualified in a pool; however, 
there is no obligation that they must use established pools to staff their vacancies. 


e When using a pool to make an appointment, the hiring manager selects from among those who qualified 
in the pool. This is usually a two-stage process: 


a. The manager identifies the specific merit criteria that will be used to make a particular 
appointment. In many processes, the statement of merit criteria (SofMC) contains several asset 
qualifications, operational requirement and/or organizational needs that a hiring manager might 
not need for a particular position. The manager must decide which merit criteria from the SofMC 
are needed/ beneficial for a particular appointment; at a minimum, this must include all of the 
essential qualifications. 


b. If more than one candidate meets the merit criteria for the particular appointment, the manager 
will identify the "right fit" selection criteria. There are different techniques that a manager can use 


in order to identify the candidate who is the right fit including placing an emphasis on one or 
several of the merit criteria (e.g. highest score on Knowledge qualification "X"). 


e Notifications of the names of candidates being considered for internal appointments are posted on 
GC Joos. It is each candidate's responsibility to review GC Jobs for these notifications. Candidates are 
encouraged to register for Job Alert to facilitate this process. 


e There is no notification on external appointment processes. Even if the person being appointed is already 
a federal public servant. 


What are my options in terms of staffing recourse? 


While it is not part of formal recourse, informal discussion is the first opportunity to speak with the sub-delegated 
manager or an Assessment Board member in order to understand why you were eliminated from further 
consideration. 


Boare (FPSLREB) for appointments made in an internal appointment process. 


There is no right to staffing recourse on external appointment processes, even if the person being appointed is 
already a federal public servant. For an external appointment process, if you believe that an appointment may not 
have been based on merit, or that an error, omission or improper conduct has compromised the appointment 
process, you may contact the Pubic Service Commission, which has the discretionary authority to investigate 
such issues. 


How can I prepare for informal discussion? 


e Request an informal discussion as soon as possible after you have been eliminated from further 
consideration. 


e Advise the manager of the official language(s) to be used in the informal discussion and whether any 
accommodation is required. 


e Develop a list of your specific questions focusing exactly on what your concerns are and what you would 
like to discuss. 


e Discuss what method would be preferable and/or practical for the informal discussion, for example, in 
person, by telephone or by videoconferencing. 


e If you wish to be accompanied by a bargaining agent representative or other person, verify the person's 
availability and inform the manager or Assessment Board member in advance. 


e During the informal discussion, actively listen and give the person the opportunity to explain the decision 
and present any supporting information. 


e Verify your understanding of the situation before responding. 
e Ask questions. 
e Be open to conversation as the discussion is an opportunity to exchange views and to share information. 


e Be focused on what is relevant to the discussion (why you were eliminated and the requirements of the 
position, the merit criteria, the scoring, etc). 


e Adhere to the facts and ensure that you can support your statements. 


e The information you receive could be of use to improve your performance in future appointment processes 
(e.g. improving interviewing techniques). 


e Be sensitive to cultural differences and some of your own biases, as this can reduce misunderstandings 
and improve the discussion (e.g. seek clarification when required). 


e Resolve the issues or, gain a good understanding of the decision before the meeting ends. 


e Remember that the manager or Assessment Board member will not be able to discuss or compare other 
candidate's results; the objective is to focus on your assessment. 


e There is no right to informal discussion on external appointment processes even for candidates who are 
federal public servants. 


I am not satisfied with the informal discussion and feel that there was an abuse of authority in the 
internal appointment... what can I do for formal recourse? 


Does your complaint fall under one of the three grounds for complaint to the FPSLREB related to an internal 
appointment process: 


Internal: 


Abuse of authority in the application of merit; 
Abuse of authority in choice of process (advertised/non-advertised); or 
Failure to assess candidate in official language of choice. 


Note: In Jeannette Tibbs and the Deputy Minister of National Defence, the PSST concluded that abuse of authority 
is more than mere errors or omissions, and that it must involve wrongdoing. In other words, abuse of authority 
will always include improper conduct, but the degree to which the conduct is improper may determine whether or 
not it constitutes abuse of authority. 


Please note that mediation services are available at any stage of a proceeding in order to resolve a complaint. 
Mediation is a voluntary and confidential process that promotes open and respectful communication with the 
assistance of a mediator, a neutral and impartial third party. Mediation allows the parties in a dispute to examine 
their interests and concerns, explore a variety of creative options and develop their own solutions in a timely and 
cost-effective manner. 
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INTRODUCTION 


This document is intended to provide guidance and a consistent approach for sub-delegated persons 
and HR advisors when conducting staffing activities. 


The President’s responsibilities forstaffing are outlined inthe Public Service Commission’s Appointment 
Delegation and Accountability Instrument (ADAI), while sub-delegated persons’ responsibilities are 
D Staffing 


Sub-delegated persons are responsible and accountable for exercising their discretion when making 


appointmentdecisions. HR Advisors are responsible for providing advice and supporting sub-delegated 
personsin making these decisions. 


The staffing activities must be based on the core values of merit, non-partisanship and linguistic duality 
while taking into consideration additional PSEA values of fairness, transparency, access, and 
representativeness, as well as providing flexibility, efficiency and effectiveness applicable to the given 
context and situation. 


In case of discrepancy, the Public Service Employment Act (PSEA), the Public Service Employment 
Regulations ' | 


legislative provisions willtake precedence. 


Canada Border Agence des services 
services Agency frontaliers du Canada 


ACTING APPOINTMENTS 


What is an acting appointment? 

In accordance with the Public Service Employment Regulations (PSER), an acting appointment refers to a 
situation where employees are temporarily required to substantially perform the duties of a higher 
classification in an acting capacity. The performance of those duties would have constituted a promotion had 
the employee been appointed to the position. 


What are the requirements for acting appointments of less than four (4) months? 


Acting appointments a period of less than four months are excluded from the requirements of: 
e consideration of priorities; 
e merit; 
e notification; and 
e recourse. 


What are the requirements for acting appointments of four (4) months or more? 
Acting appointments are excluded from consideration of priorities (PSER 12); however, acting appointments 


of four months or more, or which extends the person’s cumulative period to four months or more must be 
based on merit and require the notification and the right to recourse ( 


Notice 

13 The Commission shall, at the time that the following acting appointments are made or proposed, asa 
result of an internal appointment process, inform the persons in the area of recourse, within the meaning 
of subsection 77(2) of the Act, in writing of the name of the person who is proposed to be, or has been, 
appointed and of their right and grounds to make a complaint: 

(a) an acting appointment of four months or more; 

(b) an acting appointment that extends the person’s cumulative period in the acting appointment to four 
months or more. 


Excluded from sections 30 and 77 of the Act 

14 (1) An acting appointment of less than four months, provided it does not extend the cumulative period 
of the acting appointment of a person in a position to four months or more, is excluded from the 
application of sections 30 and 77 of the Act. 

Exception 

(2) Despite subsection (1), the provision of paragraph 30(2)(a) of the Act respecting official language 
proficiency continues to apply in the case of an acting appointment of less than four months to a vacant 
bilingual position if 

(a) the Commission is able to fill the position with an appointment of a person who meets the language 
proficiency qualification; or 

(b) the cumulative period of the acting appointments of all persons in that position is four months or more. 
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If one of the exclusions with respect to official lang 


y is applied, it may be indicated on the notice 
of acting appointment (see Annex A). 


In the interest of transparency, if a sub-delegated person knows at the outset that an acting situation will be 
longerthan four months, the appointment should reflect the complete period and recourse given. 


How is the cumulative period of an acting appointment counted when using different positions? 


An acting appointment’s cumulative period is calculated per position. If a person is acting in different 
positions, the cumulative periods are calculated separately. In the PSER, there is no distinction made with 
regards to the use of various positions even when they have same or similar functions. 


It is recognised that operational requirements may at times necessitate consecutive acting appointments 
beyond 4 months which are subject to meritand recourse, for example when an employee is on sick leave for 
short period that is then extended. The use of an alternative position for the purpose of avoiding regulatory 
requirements is not appropriate. 


What happens when there is a break of 30 days in the acting period? 


The break in acting period of 30 days is no longerin effect. In fact, the Public Service Commission s Choice of 
Appointment Process Policy is now archived on the PSC’s website. Therefore, what was found in regards the 
30 days period, namely “..., except where the same person is appointed to the same position on an acting basis 
within 30 calendar days” is no longer in effect. Consequently, the cumulative period must be counted as 


For exclusions with respect to official language proficiency, itis important to count all periods of the acting 
appointments of all persons up to the maximum mentionedinthe PSER (art. 14(2)b), 15, 16 and 17). 


AnnexA provides a summary of the Exclusions from the application of merit in the context of an acting 
appointment. 


What mechanism is applied if there is an acting appointment following an external advertised 
appointment process? 


If, following an advertised external appointment process, an internal candidate is selected for an acting 
appointment, a non-advertised internal acting appointment process will be the accepted appointment 
type as this provides recourse rights. 
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ARTICULATION OF THE SELECTION DECISION 


What is an articulation of the selection decision? 


The PSC’s Appointment Delegation and Accountability Instrument (ADAI) requires that sub-delegated 
persons articulate, in writing, their selection decision. The selection decision can be defined as having 
the right person in the right position at the right time, with consideration given to the current and future 
needs of the position and organization. A selection decision is recognized when the sub-delegated 


person provides a fact-based explanation, in writing, forwhy a candidate was selected for appointment. 


What are the expectations of the Agency for selecting and articulating the selection decision? 


The CBSA’s expectations for the articulation of the selection decision are as follows: 
e The selection decision must be based on the established merit criteria; 


e Candidates being selected forappointment must meet each of the individual essential merit 
criteria and condition(s) of employment; 

e Sub-delegated persons may choose to apply any of the additional merit criteria, including 
asset qualifications, and other relevant elements, depending on operational requirements or 
organizational needs, workforce factors, etc.; 

e While factors outside of established merit criteria may be applied in selecting a candidate, 
they must not contravene any of the prohibited grounds of discrimination; infringe upon 
human rights; or create bias, personal favoritism and partisanship; 

e The selection decision must be recorded in writing. Sub-delegated persons must be able to 
explain selection decisions (i.e. explain the reason the person(s) have been selected for 
appointment for purposes of informal discussion, a PSLREB complaint or a staffing 
investigation; and 


e Notifications should reflectthe merit criteria applied for the selection decision. 


Considerations 
There isnot a one-size-fits-all approach to written selection decisions. The extent of the selection 
decision depends on the organizational and workforce circumstances surrounding the appointment 


decision. 


The following should be taken into consideration when preparing a written sel ection decision: 


Canada Border Agence des services 
services Agency frontaliers du Canada 


In the context of an advertised appointment process: 


e The selection decision may be based solely onthe statement of merit criteria assessed 
throughout the selection process. For example: 

o acandidate’s overall ranking ifa top-down overall assessment approach was used; 

o the importance of one essential qualification in relation to the position to be staffed and 
current work unit context; 

o any asset qualifications, organizational needs, and operational requirements appliedin 
the appointment decision; or 

o acombination of qualifications (e.g. two essentials qualifications plus one asset 
qualification applied inthe appointment decision). 


e Ina written selection decision following an advertised appointment process, sub-delegated 
managers should: 

o Explain how the selection decision is based on the statement of merit criteriaand isin 

line with workforce planning objectives; 

o Ensure the selection decision respects the Terms and Conditions outlined inthe Sub- 
delegation Instrument http://apollo.omega.dce- 
eir.net/livelink/llisapi.dll?func=ll&objaction=overview&objid=34074913 ; 

o If oneor more essential qualification(s) were more importantthan others, and were 
used to arrive at the selection decision, explain which ones were used, how, and why; 
o If asset qualifications, organizational needs (such as employment equity) and/or 


operational requirements were used to arrive at the selection decision, indicate which 


were used, how, and why. 


e The selection decision may also take into consideration additional elements not assessed 
through the process to explain why a specific candidate is beingselected for appointment (e.g. 
business context such as unexpected departures which results in the loss of 
expertise/corporate memory, additional experience thatis beneficial to be able to perform 
effectively inthe position, etc.). The inclusion of such elements ina selection decision from an 
advertised appointment process may increase the risk level of a proposed appointment and 
should therefore be fully explained and discussed with the Human Resources Consultant. 


In the context of a non-advertised appointment process: 


e Ina written selection decision inthe context of a non-advertised appointment process, 
sub-delegated managers should: 
o Describe the basis for the staffing action and how the appointment aligns with Human 
Resources Planning surrounding how staffing would be conducted. 
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o Describe the reason(s) why they are proceeding witha non-advertised appointment 


process. For example, if a candidate is chosen on the basis of talent management, or if 
an individual was found qualified in a poolin another organization for a similar position, 
this information should be incorporated in the selection decision; 

o Ensure the selection decision respects the Terms and Conditions outlined in the Sub- 

eir.net/livelink/Illisapi.dll?func=ll&objaction=overview&objid=34074913 ; 

o When warranted, an explanation of the business needs, the specificorganizational 
context of the work unit and/or specific circumstances that led to the choice of 
appointment process should also be included. 


Managers are encouraged to consider the following Staffing Values definitions and questions when 
articulating for non-advertised appointments 


FAIRNESS: 


Definition: Decisions are made objectively and free from political influence or personal 
favouritism. Policies and practices reflect the just treatment of employees and candidates. 
Candidates have the right to be assessed in the official language(s) of their choice in an 
appointment process. 


Questions to consider: What is the potential impact of this appointment decision on others in 
the work unit or organization? On the usual area of selection for this group and level? Is this 
proposed appointee related to anyone in your unitor a personal associate of anyone in your 
unit? Is this decision free from political influence and personal favouritism? 


ACCESSIBILITY: 


Definition: Persons from across the country have a reasonable opportunity to apply, to do soin 
the official language(s) of their choice, and to be considered for publicservice employment. 


Questions to consider: Did you consider anyone else for the position? How did you proceed? Is 
there a history of unproductive processes? 


TRANSPARENCY: 


Definition: Information about decisions, policies and practices is communicated in an open and 
timely manner. 
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Questions to consider: Has information regarding staffing this position been communicated to 
employees? Please provide details regarding when and how this was done, and who was 
present. 


REPRESENTATIVENESS: 


Definition: Appointment processes are conducted without bias and do not create systemic 
barriers in order to help achieve a publicservice that reflects the Canadian population it serves. 


Questions to consider: Does this appointment address a gap inthe representation of one or 
more of the organization's employment equity groups? Was this appointment process 
conducted without bias? Did it avoid creating systemic barriers in order to help achieve a public 
service that reflects the Canadian population it serves? 


When should a selection decision be provided? 


These guidelines apply to all internal and external advertised and non-advertised appointment 
processes, excluding acting appointments less than four months and staffing actions that are not 
considered appointments within the meaning of the PSEA. 


The articulation of the selection decision mustbe provided and added to the electronicstaffing file 
While this decision was mainly about the choice of appointment process, it also speaks to the 
articulation of selection decision and the timeliness, orlack of it. In this case, the selection decision 
was only provided after the Notice Of Consideration went up. It is imperative thatit be provided prior 
to any notifications being posted as decisions regarding selection decisions are required to be 
documented. 


Examples of selection options can be found at Annex .B. 


CHOICE OF APPOINTMENT PROCESS 


What are the appointment process choices? 


appointment process. It does not indicate a preference for one type of process over the other. Either 
approach may be suitable for meeting immediate and/or future business needs. 
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What are the expectations of the Agency on choice of appointment process? 


The CBSA’s expectations for choice of appointment process are as follows: 


Appointments will respect PSC’s and CBSA’s policy and procedural requirements; 
Sub-delegated persons and HRA’s in staffing will engage in discussions to develop resourcing 
Strategies to meet the sub-delegated person’s organizational needs and deliver on its 
commitments attested as sub-delegated persons; 
The appointment decisions will support the Agency in meeting its business and human 
resources needs, taking into consideration: 
o The Agency’s Human Resource Management and/or Employment Equity Plans; and 
o PublicService-wide resourcing initiatives. 
Sub-delegated persons will fulfill organizational and corporate responsibilities associated 
with the priority entitlements of individuals; 
Sub-delegated persons in collaboration with HRA’s in staffing will ensure that positions are 
Staffed efficiently through the consideration of existing pools and collective staffing 
Strategies; 
The selected staffing strategy will not contravene any of the prohibited grounds of 
discrimination; infringe upon human rights; or create bias, personal favoritism and/or 
partisanship; and 


Overall, appointment process decisions should strive to achieve a high performing workforce 
through a balance between merit, efficiency and the integrity of the staffing process. 


Common applications for the use of non-advertised processes can be found under Annex C. 


ESTABLISHING AN AREA OF SELECTION 


What is the establishment of an area of selection? 


An area of selection may be determined by establishing geographic, organizational, occupational, or 
employment equity criteria. Overall, decisions regarding area of selection should strive to achieve a high 
performing workforce through a balance between efficiency, quality of hire, and the integrity of the 
Staffing process. 


What are the expectations of the Agency for establishing an area of selection? 


The CBSA’s expectations for establishing an area of selection are as follows: 
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e In the case of internal non-advertised appointment processes, an area of selection is 
established solely for the purpose of recourse. Therefore, it must, as a minimum, always 
include the work unit of the proposed appointee and the work unit where the employee is to 
be appointed; 


e The area of selection! for internal appointment processes must: 
o Provide reasonable access when advertising; 
o Provide reasonable access to recourse?; and 


o Respect the lifeline provisions of employees from Veterans Affairs Canada and the 
National Energy Board?. 


external advertised appointment processes, except as set out below: 


1. External advertised appointment processes; 


o Limited to members of designated employment equity groups for which there is 
under-representation; 


o For opportunities of a specified period of six months or less; or 
o For seasonal work opportunities. 
2. External advertised appointment processes for which an exception has been approved 
by the deputy head; 
e When an exception is requested, the justification should; 


o Outline why a national area of selection would not be appropriate for a specific 
process; and 


o Demonstrate that this decision was based on exceptional circumstances and notsolely 
on financial or timeframe considerations. 


e Inaccordance with the CBSA’s instrument of Staffing Authorities Sub-delegation Instrument 


only the President can approve an exception to the national area of selection for an external 
advertised process. 


} 


When should an area of selection be established? 


These guidelines apply to all internal and external advertised and non-advertised appointment 
processes, excluding acting appointments under four months and staffing actions that are not 
considered as appointments within the meaning of the PSEA. 


1 Rigaud is to be considered within the geographic boundaries of Montreal for the purposes of establishing an internal area of selecti on. 
2 Must also include the area where the proposed appointeeis from. 

3 Veterans Affairs Canada headquarters employees whose substantive positions are located in Charlottetown and the National Energy 
Board (NEB) employees whose substantive positions are located in Calgary and who were employed in the NEB prior to July 1, 19 96, must 
be included in any internaladvertised appointment process for which employees or persons occupying positions in the National Capital 
Region are eligible. 
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HIRING OF NON-CANADIAN CITIZENS 


When should the preference be applied to Canadian citizens? 


When making an appointment underthe Public Service Employment Act (PSEA), the preference applies 
in the context of external advertised processes for all indeterminate or term appointments. The sub- 
delegated person (SDP) must respect the following order of preference 
(PSEA S. 39(1)): 

e A person who isin receipt of a pension by reason of war service 

e Aveteranor a survivor of a veteran 


e A Canadian citizen, within the meaning of the Citizenship Act 


If none of the 3 groups mentioned above meet the essential qualifications, and subject to any persons 
with a priority entitlement, non-Canadian, such as permanent residents or persons with a work permit, 
can be consideredinno particular order. 


The preference to Canadian citizens does not apply to external non-advertised appointments, Intemal 
advertised or non-advertised appointments as wellas deployments, assignments, secondments, casual 
workers or part-time workers. 


Although there is no preference, SDP’s must demonstrate due diligence and a conscious effort to have 
first considered individuals who do have a Canadian Citizenship. These efforts should be documented in 
the Selection Decision of the staffing file for reference. 


Does the preference apply to student hiring? 


For the initial hiring of astudent under one of the student employment programs designated by Treasury 
Board, preference must be given to Canadian citizens who meet the job requirements and must be 
appointed ahead of any other qualified person whois not a Canadian citizen as stipulated in the Student 
Employment Program Participants Regulations. When rehiring a student, the Student Employment 


Program Participants Regulations does not apply. Therefore, sub-delegated persons have the discretion 
to whether apply or not the preference. 


After having applied the order of preference, how to proceed if the sub-delegated person considers 
hiring a non-Canadian citizen? 


Sub-delegated persons are responsible and accountable for verifying that the person considered is 
permitted to work in Canada. In some cases, SDPs may make a conditional job offer as in some cases a 
letter of offeris required to obtain a work permit in Canada. 
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Be advised that a visa allows entry into Canada but is not a work permit. For more information, please 
visit procedures for obtaining 
website. 


NON-PAID ASSIGNMENTS FOR STUDENTS 


What is anon-paid assignment for students? 


Student Employment Policy and the Terms and 


Unpaid assignments for students are governed by the 


e The student must be a full-time student registered in a post-secondary internship program 
where the work experience is mandatory for graduation. 

e The academic credit programs preclude payment of a salary, allowance, stipend or 
honorarium. 

e An authorized work-education agreement must precede any student assignment. Under this 
agreement, the relevant school administration must provide workers’ compensation for the 
student, in case the studentis disabled by a workplace injury. 

e Unpaid assignments must be educational (linked to a secondary or post-secondary 
institution), primarily benefit the intern and not replace paid employees. 


Sub-delegated persons (SDP) must use fair and transparent employment practices, in addition to 
supporting the staffing values set out by the Treasury Board. 


POOL MANAGEMENT 


What are the expectations of the Agency for pool management and qualified candidates in an 
advertised appointment process? 


The sub-delegated person has discretion in applying the staffing flexibilities which includes pool 
management and persons qualified in advertised appointment processes. Overall, pool management 
strategy may vary in order to meet the immediate and/or future business needs. The Agency’s 
expectation inthis regards are as follows: 
e The pool managementand persons qualified in advertised appointment processes will respect 
the PSEA values of fairness and transparency, as wellas providing flexibility, efficiency and 
effectiveness applicable to the given situation; 
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a pool of 


e Followingan advertised appointment process, sub-delegated persons may create 
qualified candidates from which appointments may be made, in order to meet the 
immediate and future business needs; 

e Sub-delegated persons, in discussion with HRA’s in staffing, may, if they wish, determine a 
validity period of a pool, including any extensions to that period; 


e The existence of a qualified pool does not create a requirement to use it for appointment 
purposes if it isnot considered the most effective staffing option; 

e Thesub-delegated person may simply qualify candidates without creating a pool and proceed 
with the appointments of qualified candidates as and when needed. In such a case, qualified 
candidates are informed that they are qualified and will be contacted if there is a 
requirement. This approach does not require a validity period; 

e Qualified candidates are selected based on the merit criteria used by the sub-delegated 
person. In addition to the essential qualifications, the sub-delegated person may consider any 
additional qualifications, such as assets off the duties to performed, for the present or the 
future, any current or future operational requirement orcurrent or future need forthe vacant 
position (PSEA 30 (2)). The candidates have also to meet the conditions of employment of the 
position to staff, in order to be nominated; 

e Sub-delegated persons should, for the sake of transparency, communicate the pool 
managementrules to the qualified candidates. 

e Once a candidate has accepted an indeterminate appointment offer, following an advertised 
appointment process, their name will no longer be considered for futures appointments, with 
the exception of the following situations; 

o In the case of an advertised appointment process for indeterminate positions, if a 
candidate accepts a term or acting opportunity from the pool, their name will remain 
in the pool for further consideration for indeterminate positions and other term and 
acting appointments; 

o Inthe case of an appointment process which consists of several streams, if a candidate 
accepts an appointment, their name will remain in the pool for further consideration 
for the other streams of the pool; and 

o If a candidate refuses an offer, they have the choice to continue to be considered for 
future opportunities or withdrawing from it altogether. 


Definitions related to choice of appointment processes, types of pools andinventories can be found under 
Annex D. 
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PROOF OF EDUCATION 


Why is it important to validate the proof of education? 


essential qualification established, andthat information related to the assessmentis accessible for at least 
five years after the last administrative action on the appointment process. As education qualifications are 
part of the essential merit criteria, validating the proof of education is a key component in assessing 
candidates. Validating the proof of education serves also for purposes of informal discussion, a Federal 
PublicSector Labour Relations and Employment Board (PSLREB) complaint or a PSC investigation. 


How is the proof of education validated? 


Sub-delegated persons have the discretion to determine the approach to be used, provided the method 
chosen is verifiable and reliablein confirming that candidates possess the relevant educationcredential; and 
allows to determine whether or not the credentials satisfy the established education qualification. The 
fundamental rule is that sub-delegated persons must assess the education criterion that is applied for the 
appointment process (e.g. if a high school diploma qualification is applied, then sub-delegated persons must 
ensure that the candidate has a high school diploma). 


Requirements for the education qualification applied for an appointment can be found at Annex E. 
What documents are acceptable? 


Sub-delegated persons may accept a range of documents to confirm a person has the education qualification 
they stated on theirjob application. Possible options include, butare not limited to, the following: 
e Copy of the degree/diploma signed and dated by a Federal PublicServant confirming that it is a 
copy of the original; 
e Attestation of havingseen the original degree or diploma; 
e Official transcript from academic institution; 
e Written confirmation from academic institution. 


It is important to be vigilant when assessing the education qualificationin order to avoid fraudulent proof 
of education. In case of doubt, it is expected that sub-delegated persons complete further research. 


enized credential 
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ANNEXES 


ANNEX A — EXCLUSIONS FROM THE APPLICATION OF MERIT FOR ACTING APPOINTMENTS 


en the person 
meets the 
language 
requirements of 
the position 


Vacant Bilingual 
position 


Excluded from the 
application of 
merit vvith respect 
to official 

language 
proficiency - 
Encumbered 
position 


(PSEA 30), Including official language 
proficiency, provided the cumulative 
period ofthe acting appointment of a. 
personin a position is lessthan four 
months. (PSER 14(1)) 

Excluded from the application of merit 
(PSEA 30) provided the cumulative 
period ofthe acting appointment of all 
persons in a positionisless than four 
months. (PSER 14(1)) 


Excluded from the application ofmerit 
(PSEA 30) provided the cumulative 
period ofthe acting appointmentofall 
persons ina positionisless than four 
months. (PSER 14(1)) 


Less than 4 months 


Excluded from the 
application of me it 
30) with respect to of 
language proficiency if, 
reasonable efforts, the 
position cannot be filled b 
person who meets t 
official language profic 


qualification. (14(2)(a)) 
Excluded from the 
application of merit (PSEA 
30) with respect to official 
language proficiency. 
(14(1)) 


4 months or more but not more than 12 


months months 


NOT APPLICABLE 


> application of merit, including officiallanguage proficiency. (PSER 14(2)(b)) 


15 (1) Subjec 

appointment offour months or more but 
not more than twelve months 

to an encumbered bilingual position thatthe 
Commission cannot fill withan acting 
appointment ofa person who meets the 
language proficiency qualification under 
paragraph 30(2)(a) ofthe Act is excluded 
from the application of that paragraph 
respecting official language proficiency. 

15 (2) Subsection (1) does not apply to an 
acting appointment to the same positionif 
the cumulative period of the acting 
appointments of all persons in that position 
is more than twelve months. 


language proficiency. (PSER 15(2)) 


16 


More than twelve months but not more than 18 


Subject to the application of merit, including official 
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Excluded from the | Excluded from the application ofmerit | Excluded from the 
application of (PSEA 30) provided the cumulative application of merit (PSEA 
merit with respect | period ofthe acting appointment ofall | 30)with respect to official 
to official persons ina positionisless than four language proficiency. 

a months. (PSER 14(1)) (14(1)) 


16(1) Subject to subsection (2), an acting appointment of four months or more but not more than 
eighteen months to a bilingualposition, while the incumbentis on language training, thatthe 
Commission cannot fill withan acting appointment ofa person who meetsthe language proficiency 
qualification under paragraph 30(2)(a) of the Act is excluded from the application ofthat paragraph 
respecting official language proficiency. 


16(2) Subsection (1) does not apply to an acting appointment to the same position ifthe c 


period ofthe acting appointments of all personsin that position is more than eighteen months. 


Rotational 17 Despite sections 14 to 16, an acting appointment to a position in a rotationalsystem established by the deputy head, in order to provide for the movement of employees 
position within and outside Canada in the following organizations is excluded from the application of sections 30 and 77 ofthe Act: 


(a) Department of Citizenship and Immigration, 
(b) Department of Foreign Affairs and International Trade, and 
(c) Canada Border Services Agency. 


For a vacant position, the cumulative periodstarts over following a deploymentor an appointment to a term or indeterminate appointment. 
For an encumbered position, the cumulative period starts over when the incumbent returns to their substantive position. 
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ANNEX B — SELECTION DECISION OPTIONS 


Sub-delegated persons may choose from several options when selectingthe person suited for the 
position. 


Use of candidate assessment results 
can beapplied inselection decision 
as follows: 


Merit —Advertised 
process 


Itis possible to apply different merit criteria for 
each appointment. 


e All qualifications have thesame 
importance and thereis verylittle 
to differentiate between 
candidates. Thecandidate who has 
the highest score overall canbe 
selected. This could be appropriate 
for lower level or entry level 
positions. 


Specific merit criteria may be more 
important for selectionat one point 
which means the results for one or 
more of the merit criteria may be 
applied forthis appointment, i.e. 
candidate is chosen based on 
highest score for one or more 
qualifications. Different criteria may 
apply for another appointment 
based on the needs of the work unit 
atthat time. 


e This will also applyin relation to the 
decision to apply asset criteria, org 

needs or operational requirements, 
depending on the needs of the work 


Usea combination of education, experience, 1c 

skills,or vvorkhistoryasitrelates to the indicate a specific experience for tr 
ified in SOMC) positioninaddition to pre-existing merit criteria positioninquestion,thesub- © 

identified on the SOMC. del egated person is selecting ai 


individualwho meets meritin 
additionto possessing this 
experience which has been deemed 
value added for the positionto be 
staffed. 
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Selection of a candidate based onan 
organizational need that has been identified on 
the Statement of Merit Criteria, e.g. 
Consideration maybe given to persons affected 
by workforce adjustment or; Consideration may 
be given to candidates self-identifying as 

bel onging to one of the Employment Equity 
groups. 


Selection of a candidate based on identified 
operational requirements. 


Selection of a candidate based on retaining a 
particular employee or candidate within the 
organization or unit. 


| Selection of a candida 
| begin work withina re 


_ When using this criteria f 
_ sub-del egated person may s 1 
| guidance from their Staffing Advisors. 


| This selection optionshould be used in 
- exceptional circumstances and it must be 
| established inthe conditions of employment. 


| When using this selection option, itis important 

| to consider that a decisionlikethis maybe 

| grounds for a complaint based on discrimination 

| (e.g.: employees on maternityleave, parental 
leave, sick leave, etc.). 


Apply when a CBSA employee 
affected by workforce 
adjustment is available and galified 
for appointment. 


Appointment of a candidate who self- 
identifies for the purpose of 
increasing representation of EE 
groups. 


e Willingnesstowork _ 
overtime, or shift work. 


e Willingness to travel. 


A term employee who has been 
workinginthe unitfor overa yearis 
being selected froma qualified pool 
above others to ensure they are 
retained based on their experience or 
existing knowledge of the position to 
advance the current or future needs 
of the organization. 


Particularlywhen the need is for a 
time-sensitive short term fixed 
period, e.g. a project starting 
immediately, a sub-delegated person 
may select oneindividual over 
another because they are available to 
begin work immediately, while others 
arenot. 
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ANNEX C — COMMON APPLICATIONS OF A NON-ADVERTISED PROCESS 


The following table provides examples of circumstances that could lead to the use of a non- 
advertised appointment process considered inthe bestinterests of the publicservice. 


Acting Appointment 
for Developmental 


Acting Appointment 
— Operational 
Requirements 


Appointmenttoa 
Positionina 
Location Difficult to 
Staff 


Appointmentat level 
from aspecified termto 
indeterminate 


Developmental and 
Apprenticeship 
Program 


Employment Equity 


Highly Specialized Skills 


Limited Qualified 
Resources 


Reclassification 


An actingappointment over four months to provide an employee with developmental 
opportunities. 


An actingappointment over four months where it would be detrimental to the 
operations to rotate acting appointments every four months. 


Appointment of an individual to a position in a location where the pool of potential 
candidates is limited or non-existent and where advertising is unlikely to produce any 
additional qualified candidates, e.g. positions identified as eligible for the isolated post 
allowance, that have historically been difficult to staff. 


Appointment of anemplo sterminate basis in circumstances whereby itis 
nota promotion, howevel is changed from term to indeterminate. (This 
does notinclude change in € nttenureas a result of the TBS Term Policy) 


Promotion of an employee hiredintoan approved development, apprenticeship or 
professional training program run by a central agency or established and approved by 
the Agency. 


Appointment of a designated group member to address or close a gap in 
representation in accordance withthe department's EE plan or workforce analysis. 


Appointment of an individual to a position that requires highly specialized 
qualifications that are difficult to find and where advertising is unlikely to produce any 
additional qualified candidates. 


Appointment of an employee whois officiallyin an affected status by a workforce 
adjustment situation but not yet declared surplus. 


Appointment of an individual when a recently conducted advertised appointment 
process was unproductive or where the pool of qualified candidates is exhausted. 


Appointment of an employee to their reclassified position. 
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Appointment of a former employee of the federal public service, where the individual s skills 


meet the requirements of the position being staffed. 


Appointments in the context of a reorganization of a work unit which has led to the creation 
of different higher-level positions and the elimination of former positions. The appointment 


will avoid a workforce adjustment situation for an individual that is deemed qualified 
new position. o 


Appointment of an individual who is employed (was previously employed) inthe Public Service 


ina positionrequiring competencies similar to those required for the positionto be filled. 
Example: Hiring of a Former Student 


A temporary appointment (i.e.: term appointment or acting appointment over four months) 
to address urgent unfores een circumstances (could not ha ve been planned for). 


This is not an exhaustive list and may not be suitable for all situations. 
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ANNEX D — DEFINITIONS OF CHOICE OF APPOINTMENT PROCESSES, TYPE OF POOLS AND 
INVENTORIES 


Advertised Process | An appointment process where persons in the area of selection are informed of and can applyto an 
| appointment opportunity. 


g website. 


Process 
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1 assessed on all the other merit criteria of the position(s) to be staffed (including language 


| requirements). 


_ including language requirements 
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| Note: Sub-delegated persons are then responsible for completing the assessment of select individuals 
prior to making an appointment. In order to be appointed, Individuals must meet, ata minimum, all 

| essential qualifications and any other merit criteria being applied towards the determination of the 

| selection decision. Candidates must also meetthe conditions of employmentofthe positionto be 

| staffed, prior the appointment. 
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| not yet been screened or assessedinanyway. 
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ANNEX E — REQUIREMENTS FOR THE EDUCATION QUALIFICATION APPLIED FOR THE APPOINTMENT 
PROCESS 


Minimum requirements _ The Treasury Board Qualification Standards outline the mandatory minimum requirements 
| necessary to perform the work in a given occupational group or classification. The qualification 


standards applyto all appointments and for all intra-groupandinter-group deployments and 


oe Hn deployments from separate agencies. zg 
Employer-approved - Sub-del egated persons must indicate whether itis the education criterionor the empl: oyer- 


alternatives | | approved alternatives that was applied and demonstrate how the candidate meets the 
| criterion. 


Employer-approved alternatives must always be specified on the statement of merit criteria 
(SOMC) and, when applicable, the job advertisement (e.g. « secondary school diploma or 
employer-approved alternatives »). Alternatives are only applicable for certain group or 
classifications only. 


Acquired rights or specific 1 Acqui red rights arethe rightst thatsome people: may maintainas stipulated incertain 


application to the | Qualification Standards for specific occupational groups. 

occupational group e 

When the acquired rights or specific applicati on to the occupational group is applied, the 
staffing file must be documented, including the narrative assessment in the case of a non- 
advertised process, with the supporting information related to the employee's current 
substantive position. The supporting documentation would be a CAS screenshot or letter of 
offer provi ng the ca ndidate' scurrent substantive a ppointment. 


ERE - en tn ae me E e = e = e 
| viewed and provide the name andlocation of the school institution along with the education 
| credential title enabling further verification and confirmation of a cquired credential, if needed 
CO O (eg document notetofile,narrativeassessmen U 
Acce pting higher level of — | Sub-del egated persons ha vethe authority to determine thata hi gher level ofeducationis 
education | deemed acceptable proof of meeting a required education criterion (e.g. if a secondary school 


| diplomaisrequired for the appointment and it was determined that a candidate’s post- 
8 secondary diploma is acceptable, then thesub-delegated person must document their 
| assessment and validation of post-secondary diploma). 


| For trans parency purposes, the sub-delegated person should indicate on the SOMCand,if 

| applicable, thejob advertisement that a higherlevel of education maybe acceptable. Itis also 
| recommended thattheinformationrecordedin thestaffing file be specific(e.g. post- 

| secondary diploma acceptable vs. secondary school diploma). 


0 Take notethat certificates may require only a few courses which might not reflect the type of 
_knowledge/abilitythatis assessed via the possession of a high school diploma. 
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Processes restricted toCBSA Although the mostappropriate documentation is the actual credential document, sub- 


employees requiring a 
secondary school diploma 
(excluding intergroup 
deployment) 


| delegated persons have the authorityto determine that a written confirmationis sufficient 


| proof insome circumstances (e.g. email confirmation, resume). Should this approachbe used, 


| the narrative assessment mustat minimum provide the na me and location of the educational 
| institutionandthe year of graduation in order to enable further verification and confirmation 
| of the credential, if needed. 
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REFERENCES 


LEGISLATION ACTS AND GUIDES 


When referencing and/or applying the Guidance on staffing, sub-delegated persons and HRA’s in 
operational staffing must do so in conjunction with the governing legislation, policies and directives in 
staffing when making their appointment related decisions. 


PublicService Employment Act 


ENQUIRIES 


Enquiries related to these guidelines should be referred to the Corporate Staffing genericmailbox. 


4/6/2021 Public Service Commission - Canada.ca 


Government Gouvernement 
of Canada du Canada 


Canada.ca 


Public Service Commission 


Candidates: Due to COVID-19, in-person operations at Public Service 
Commission test centres in Gatineau, Montreal, Toronto and 
Vancouver are postponed until further notice. In-person testing at our 
test centre in Halifax resumed on November 17, 2020. 


Questions and answers for Canadians 


Information for human resources specialists and hiring managers 


The Public Service Commission (PSC) is responsible for promoting and 
safeguarding a merit-based, representative and non-partisan public service 
that serves all Canadians, in collaboration with stakeholders. We also 
manage the tools for public service recruitment, providing applicants and 
managers with a single portal to access all public service job opportunities. 


We report independently to Parliament on our mandate. Our annual report 
and special reports are tabled in Parliament by our designated minister, the 


President of the Queen’s Privy Council. 


Latest news 


https://www.canada.ca/en/public-service-commission.html 1/7 
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Public Service Commission of Canada publishes audit report on 


Representation in Recruitment” 
[2021-01-27 14:55] 


All news 


Most requested 


e Public Service Commission tests by level 


list) 


e Assessment and counselling 


e E 
| 


e Appointment Framework 


e lettersto heads of human resources 


Contact us 
e Test results 
e Second language evaluation 


e General enquiries 


e Political activities 
e Student employment 


e Priority administration 


https: //www.canada.ca/en/public-service-commission.html 
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e Investigations 
e PSC Offices 


e Media Relations 


More information for 
e Canadians 
e Federal public servants 


e Hiring managers 


Services and information 


Government of Canada jobs 
Get information on how to apply for a job in the federal public service. 


Second language testing in the public service 
Get information on language testing and language requirements in the public service. 


Recruitment options for public service managers 


Access time-saving, targeted inventories or specialized recruitment programs and 
initiatives. 


Staffing and assessment tools and resources 


Find out about the advertising and screening process, student and graduate recruitment 
programs, occupational tests and career counselling. 


https://www.canada.ca/en/public-service-commission.html 
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Priority Administration 
Find information about the priority entitlements that help public servants cope with 
career transitions. 


Public service hiring policies and processes 
Access tools and resources related to staffing activities under the Public Service 
Employment Act. 


Political activities of public servants 
Find guidance on the participation of public service employees in political activities. 


Monitoring, audits and investigations 
Learn how the Public Service Commission safeguards the integrity of appointments and 
oversees the political impartiality of the federal public service. 


What we are doing 


Acts and regulations 


e Public Service Employment Act 
e Public Service Employment Regulations 


e Veterans Hiring Act 


All related acts and regulations 


Publications 


https://www.canada.ca/en/public-service-commission.html 5/7 
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e Employment Equity Promotion Rate Study 


e Results of the Horizontal Audit on Credential Validation 


e Annual Report 2018-19: Building tomorrow’s public service today 


All related publications 


Open data 


e Public Service Commission datasets 


Corporate information 
About us 

Transparency 

Contact information 

Join the Public Service Commission of Canada 


Experimentation at the Public Service Commission 


Patrick Borbey 
President 


https: //www.canada.ca/en/public-service-commission.html 
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Staffing Sub-delegation Instrument 


Preamble 


The President of the Canada Border Services Agency (CBSA) has been delegated appointment and 
appointment-related authorities by the Public Service Commission (PSC) pursuant to the Public 
Service Employment Act (PSEA). The termsand conditions of delegation are stated in the PSC 
Appointment Delegation and Accountability Instrument (ADAI) which can be viewed at: 

https: An. canada.ca/en/public-service-commission/services/appointment-framework/dele. 


ration- 


Only the President may make substantial modifications to the Sub-delegation instrument, sub- 
delegate or revoke Sub-delegation of appointment authorities. Therefore, Sub-delegations persons 
(SDPs) do not have the authority to restrict or withdraw the staffing Sub-delegation authority of 
others. As circumstances warrant, SDPs may restrict the exercise of other managerial authorities such 
as finance, within their responsibility centre. SDPs must report any situation that may jeopardize the 
President’ s sub-delegated authority to the Vice-President (VP) of Human Resources Branch (HRB) who 
will make recommendations to the President to ensure appropriate action is taken. See the 
corrective measures section in this regard. 


Pursuant to ss. 24 (2) of the PSEA and in accordance with the ADAI, the President may sub-delegate 
part of his delegated authorities to persons within his jurisdiction. Sub-delegation of staffing 
authorities by the President to managers or other individuals empowers them to exercise and 
perform these authorities while being accountable for all decisions they make directly to the 
President, who in turn is accountable to the PSC. 


This Staffing Authorities Sub-delegation Instrument (hereafter referred to as Instrument”) sets out 
the authorities sub-delegated by the President to sub-delegated persons (SDPs) at CBSA (see Annex 
A), as well as the termsand conditions of Sub-delegation and pre-requisites that must be met prior to 
being sub-delegated at CBSA. 


A person performing the duties of a position identified in this Instrument, either temporarily or 
permanently, may be sub-delegated staffing authorities at the CBSA. When a person meets the 
prerequisites specified in the http:// srh/ : 
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Instrument de subdélégation en dotation 


Préambule 


En vertu de la Loi sur l'emploi dans la fonction publique (LEFP), le président de I’ Agence des services 
frontaliers du Canada (ASFC) a recula délégation des pouvoirs de dotation et des pouvoirs connexes 
par la Commission de la fonction publique (CFP). Les conditions et les modalités liées a la délégation 
sont énoncées dans |’ Instrument de délégation et de responsabilisation en matière de nomination 


(IDRN) de la CFP, qui peut être consulté à l'adresse suivante : 
pita/frame-cadre/nds-nod/adai-idrmn-fra.htm. 


Seul le président peut modifier l'instrument de subdélégation en cas de modification substantielle, 
subdéléguer ou révoquer une subdélégation de pouvoirs de nomination. Par conséquent, les 
personnes subdéléguées (PSD) n'ont pas le pouvoir de restreindre ou de retirer le pouvoir de 
subdélégation de dotation d'autres personnes. Si les circonstances le justifient, les PSD peuvent 
restreindre l'exercice d'autres autorités de gestion, telles que les finances, au sein de leur centre de 
responsabilité. Les PSD doivent signaler toute situation susceptible de compromettre les pouvoirs 
subdélégués du président au vice-président (VP) de la Direction des ressources humaines (DGRH), 
lequel fera des recommandations au président afin que les mesures appropriées soient prises. Voir la 
section sur les mesures correctives a cet égard. 


Selon le paragraphe 24(2) de la LEFP et conformément al’IDRN, le président peut subdéléguer une 
partie de ses pouvoirs délégués aux personnes relevant de sa compétence. La subdélégation de 
pouvoirs de dotation par le président aux gestionnaires ou a d'autres personnes les autorise a exercer 
ces pouvoirs, et ils sont responsables de toutes les décisions prises devant le président qui doit, a son 
tour, en rendre compte a la CFP. 


L’ Instrument de subdélégation de pouvoirs en matière de dotation (appelé ci-après Px Instrument ») 
énonce les pouvoirs subdélégués par le président aux personnes subdéléguées (PSD) al’ ASFC (voir 
annexe A) ainsi que les modalités et conditions de la subdélégation ainsi que les prérequis qui doivent 
être rencontrés avant d’étre investi des pouvoirs subdélégués |’ ASFC. 


Une personne effectuant les fonctions d’un poste identifié dans le présent Instrument, de maniére 
temporaire ou permanente, peut être subdéléguée les pouvoirs de dotation a |’ ASFC. ali une 
personne satisfait aux prérequis spécifiés dans le processus de http:// / erh/staffing- 
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a letter of confirmation of sub-delegation will be issued. The Sub-delegation takes effect the day you 
receive the signed Sub-delegation confirmation by email. The Corporate Staffing Division is 
responsible for validating that the training has been completed, that the certification form has been 
signed and that the list of sub-delegated person is up to date. 


Sub-delegation portability 


The staffing Sub-delegation is portable within the CBSA. As such, staffing Sub-delegation will be valid 
for subsequent appointments/assignments and a new letter will not be issued. When a person has 
not yet been sub-delegated, the appointment authorities must be exercised by the appropriate SDP at 
the next level up. It is important to note that financial authority is specific to a cost center and to a 
specific level. Therefore a SDP with financial delegation must contact his/her financial officer when 
he/she is temporarily or permanently assigned to another unit/division/directorate within CBSA or at 
another level. 


Terms and Conditions of Sub-delegation 


SDPs must exercise their sub-delegated authorities within the parameters set out by the ADAI and by 
this Instrument, including: 

e Exercise authorities that have been sub-delegated to their level as identified in this 
Instrument within their own area of responsibility and with respect to employees and/or 
positions reporting to them (unless otherwise stipulated in this Instrument) and in 
consultation with the HRA who provides advice and guidance; 

e Except where otherwise stipulated, SDPs may only make appointments to positions that are 
classified at a lower group and level. 

e Exercise sub-delegated staffing authorities in accordance with the principles set out in the 


Appointment Framework (https://www.canada.ca/en/public-service- 
commission/services/a AMUN framework. html), the CBSA' staffing framework 


instruments as they pertain to the i integrity of a a 


dotation/subdeleg_fra.asp une lettre de confirmation de subdélégation sera émise. La subdélégation 
entre en vigueur la journée où vous recevez par courriel la confirmation de subdélégation signée. La 
Division de la dotation ministérielle est responsable de valider que la formation a été suivis, que le 
formulaire d'attestation a été signé et que la liste des personnes subdéléguées soit a jour. 


Portabilité de la subdélégation 


La subdélégation des pouvoirs en dotation est transférable au sein de l’ASFC. Ainsi, la subdélégation 
en dotation sera valide pour les nominations/affectations subséquentes et une nouvelle lettre ne sera 
pas émise. Lorsqu'une personne n'a pas encore été subdéléguée, les pouvoirs de nomination doivent 
être exercés par la PSD au niveau supérieur suivant. Il est important de noter que les pouvoirs 
financiers sont propres a un centre de coúts eta un niveau donnés. Par conséquent, la PSD avec la 
délégation financière doit communiquer avec son agent financier si elle est affectée de manière 
temporaire ou permanente à une autre unité, division, direction au sein de l’ASFC ou à un autre 
niveau. 


Modalités et conditions dela subdélégation 


Les PSD doivent exercer leurs pouvoirs subdélégués selon les paramètres fixés par 'IDRN et par le 
présent instrument, y compris : 

e Exercer les pouvoirs de dotation subdélégués à leur niveau comme indiqué dans cet 
instrument, qui s'inscrivent dans leur secteur de responsabilité respectif et à l'égard des 
employés et/ou des postes qui relèvent d’ eux (sauf stipulation contraire dans le présent 
instrument) et en consultation avecle CRH qui fournit avis et conseils; 

e Sauf stipulation contraire, les PSD peuvent seulement faire des nominations à des postes qui 
sont classifiés à un groupe et niveau inférieur à leur poste d’ attache; 

e Exercer les pouvoirs de dotation qui leur ont été subdélégués conformément aux principes 
énoncés dans le préambule de la LEFP, au ¡Code de valeurs et d'éthique du secteur publique 


Rear jublade ROT He es Tn c.ca ag reglements/DORS-2005- 
— html € au Cadre de nomination de la CFP (http:// | | fr 


reale mentalrësoppllës ble ET l'intégrité des nominations: 
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e Exercise sub-delegated staffing authoritiesin accordance with Treasury Board Secretariat 
ee S policies and directives as they pertam to staffing in the federal public service 


e Beaccountable for decisions made in relation to their sub-delegated staffing authorities and 
ensure that appointments and appointment-related decisions are fully documented and are 
accessible for the time period in line with existing requirements on file retention from the last 
administrative action; 

e Exercise sub-delegated staffing authorities in alignment with their operational, financial and 
organizational context. Therefore, prior to initiating any staffing process, SDPs must discuss it 
with their manager who has the financial delegation. 


Corrective Measures and Revocation of Sub-delegation 


If an SDP shows intent to take actions that seems contraryto the legislation, the PSC or the 
organizational requirements, the HRAis responsible for providing that person with sound and 
persuasive advice. Where the SDP's preferred solution createsa risk of non-compliance with 
requirements, the situation must be escalated up the chain of command through Corporate Staffing. 


Only the President may sub-delegate and revoke the Sub-delegation of staffing authorities or set 
conditions limiting the exercise of staffing sub-delegated authorities. Conditions may affect one or 
more SDPs or one or more parts of the organization and may include, but are not limited to, revoking 
some or all sub-delegated authorities and imposing or adding conditions and limitations on the 
exercise of staffing authorities. Therefore, SDPs cannot revoke, limit or withhold staffing Sub- 
delegation authorities from their direct reports. However, managerscan address misuse of staffing 
sub-delegated authorities through disciplinary action or performance management, asappropriate. 


Level of Sub-delegation 


Staffing authorities are sub-delegated based on position title and responsibilities. Only persons who 
are performing the duties of jobs identified in the chart below can be sub-delegated staffing 
authorities within the CBSA. Ifyour title is not identified in the table below and you are responsible 
for a budget, please consult with Corporate Staffing to determine your Sub-delegation eligibility. Sub- 
delegated persons must exercise their authority in accordance with their assigned level and in 
accordance with this Instrument. 


e Exercer les pouvoirs de dotation qui leur ont été subdélégués conformément aux politiques et 
directives du Secrétariat du Conseil du Trésor (SCT) relatives á la dotation dans la fonction 
publique fédérale (http:// /pol/index-fra.aspx?tree=policy); 

e Rendre compte des décisions prises en ce qui concerne leurs pouvoirs de dotation 
subdëlëguës et s'assurer que toutes les décisions de nomination et les décisions connexes 
sont entièrement documentées et sont accessibles pour une période de temps conforme aux 
exigences existantesen matière de conservation de fichiers à compter de la dernière mesure 
administrative; 

e Exercer les pouvoirs de dotation qui leur ont été subdélégués en tenant compte de leur 
contexte opérationnel, financier et organisationnel. Par conséquent, avant d'entamer un 
processus de dotation, les PSD doivent en discuter avec leur gestionnaire qui a la délégation 
financière. 


Mesures correctives et révocation de la subdélégation 


Si une PSD montre l'intention de prendre des mesures qui semblent contraires à la législation, aux 
exigences de la CFP ou celles organisationnelles, le CRH est responsable de fournir à cette personne 
des conseils judicieux et convaincants pour qu’elle agisse autrement. Lorsque la solution privilégiée 
par la PSD crée un risque de non-conformité avecles diverses exigences, la situation doit être monté 
selon les paliers hiérarchiques dans la chaîne de commandement, via la dotation ministérielle. 


Seul le président peut subdéléguer et révoquer la subdélégation des pouvoirs de dotation ou imposer 
des conditions limitant l'exercice des pouvoirs subdélégués. Les conditions peuvent viser une ou 
plusieurs PSD ou encore viser un ou plusieurs secteurs de l’ ASFC. Les mesures correctives peuvent 
comprendre, sans toutefois s’y limiter, la révocation de certains ou de l’ensemble des pouvoirs 
subdélégués ou même l'imposition ou l'ajout de conditions et de restrictions à l'exercice des pouvoirs 
de dotation. Donc, les PSD ne sont pas autorisées à révoquer, à limiter ou à retenirles pouvoirs de 
dotation qui ont été subdélégués à leurs subordonnés. Cependant, les gestionnaires peuvent 
remédier al’ usage abusif des pouvoirs de dotation par des mesures disciplinaires ou par la gestion du 
rendement, selon le cas. 


Niveau de subdélégation 


Les pouvoirs de dotation sont subdélégués selon le titre des postes et les responsabilités. Seules 
les personnes qui effectuent les tâches des postes identifiés dans la charte ci-dessous peuvent se 
voir subdëlëguer des pouvoirs de dotation au sein de l’ASFC. Les personnes subdéléguées doivent 
exercer leurs pouvoirs conformément au niveau de subdélégation qui leur est conféré et 
conformément à l'instrument. 
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Order of levels: 
e A Sub-delegated Person ata higher level in the Sub-delegation levels table (see below) may 
exercise any or all of the authorities for lower levels (e.g. Level 3 includes Levels 4 and 5). 
e Sub-delegation Level 1B is not permitted to exercise the authorities of level 1A. 


Sub-delegation by the President 
| hereby sub-delegate the authorities identified in this document to the persons, who meet the 
staffing sub-delegation pre-requisites, to exercise the authorities of the positions identified in this 


instrument atthe specified levels, within their area of responsibility and area of authority (unless 
otherwise indicated) under the stated conditions and limitations. 


ORIGINAL SIGNED BY/ORIGINAL SIGNÉ PAR: 


John Ossowski Date 
President/Président 
Canada Border Services Agency/Agence des services frontaliers du Canada 


Ordre de préséance des niveaux : 
e Une PSD à un niveau plus élevé de subdélégation indiqué dans la table ci-dessous peut 


exercer les pouvoirs de niveaux inférieurs (p.ex. une PSD au niveau 3 peut également 
exercer les pouvoirs compris dans les niveaux 4 et 5). 
Une PSD au niveau 1B n’est pas autorisé à exercer les pouvoirs au niveau 1A. 


Subdélégation par le président 


Par la présente, je subdélègue les pouvoirs identifiés dans le présent document aux personnes, qui 
rencontrent les prérequis de la subdélégation en dotation, qui exercent les responsabilités des postes 
indiqués dans cet instrument, au niveau précisé et pour les personnes relevant de leur champs de 
compétence ou leur secteur d'autorisation (sauf indication contraire), sous les conditions et les limites 
identifiées. 
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Canada Border Services Agency Sub-delegation Levels Table / Agence des services frontaliers du Canada Tableau des niveaux de 
subdélégation 


ASFC 


ASFC Vice-président (VP) de la Direction générale des ressources 
humaines (DGRH) 


Au sein de la Premier vice-président (Pr. VP), vice-président (VP y compris le 

direction générale | VP dela DGRH), vice-président associé (VPA), chef de cabinet 
(C.de C.), Dirigeante principale de la vérification et de 
l'évaluation 


CBSA President 


CBSA ‘Vice President (VP) Human Resources Branch (HRB) 


Own Executive Vice President (EVP), Vice President (VP including VP HRB), 
Branch Associate Vice President (AVP), Chief of Staff (CofS), Chief Audit and 
Evaluation Executive 


Own Director General (DG), Regional Director General (RDG), Deputy Chief 
Directorate | Financial Officer, Agency Comptroller, Senior General Counsel* 


Own Executive Director (Exe. Dir.), Senior Director (S. Dir.), Director (Dir.), Senior 
Division Counsel*, Regional Director (Counsellor), District Director 


Manager (Mgr.), Chief, Assistant Director (Asst. Dir.) 


Own area Team Leader (TL), Supervisor, Superintendent 


1A 
1B 
Au sein de la Directeur général (DG), Directeur général régional (RDG), 


direction administrateur supérieur adjoint des affaires financières, 
contrôleur de l’ Agence, avocat général principal” 


Au sein de la Directeur exécutif (dir. exécutif), directeur principal (dir. 
division principal), directeur, avocat-conseil*, directeur régional 
(conseiller), directeur de district 


a 


Au sein du secteur | Gestionnaire, chef, directeur adjoint 
» 7 . z . . . 
, , 


Au sein de l'équipe | Chef d'équipe, superviseur, surintendant 


| S JCBSA Human Resources Advisor (HRA) ASFC Conseiller en ressources humaines (CRH) 


NOTE: If there is more than one type of staffing action performed simultaneously, the highest level of NOTE : Si plus d’un type d’action de dotation est effectué en même temps, le niveau de 
sub-delegation applies. subdélégation le plus élevé s’applique. 
*Employees from the Department of Justice providing legal services to the CBSA. *Employés du Ministère de la justice fournissant des services juridiques à VASFC. 


1 As a functional head of staffing for the CBSA, the VP of Human Resources Branch is authorized to exercise any appointment and appointment-related authorities, except those maintained at the President level, within any part of the CBSA. Dans son rôle de 
responsable fonctionnel pour l’Agence, le VP de la direction générale des ressources humaines est autorisé à exercer tout pouvoir de nomination ou pouvoir connexe, à l'exception des pouvoirs maintenus au niveau du Président, et ce partout au sein de 
l’ASFC. 
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3 A confirmation from the PSC must be obtained prior to using the exclusion from meeting officiallanguage proficiency requirements on medical grounds (PSOLEAO s. 4). / Une confirmation de la CFP doit être obtenue avant d'utiliser l'exclusion de satisfaire 


aux exigences relatives aux compétences linguistiques pour des raisons médicales (DELOFP art. 4). 
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ANTEX ANNEXE À 


When exercising theirappointmentauthorities, SDPs are also responsible forthe following sub-delegated 
authorities: 


1. Determine choice of appointment ‘process to use, whether advertised or non-advertised (PSEA s.33) 
and determine indeterminate or specified term employment (PSEAs. 57). 


NOTE: In an advertised internal appointment process, sub-delegated persons must ensure that 
they have a letter of confirmation issued by the PSC confirming eligibility to participate, and 
that a copy is maintained in the staffing file prior to considering the following candidates: 
persons who have been employed for atleast 3 years in the office of a minister, Leader of the 
Opposition in the Senate, or the Leader of the Opposition in the House of Commons, orin any 
of those offices successively; persons who were formerly employed for atleast 3 years in an 
excluded position in the Office of the Secretary to the Governor General, or in one ormore of 
those positions consecutively. 


2. Determine the area of selection(AOS) [PSEA ss. 34(1)], including exclusivelytar get members of 
designated employment equity groups or to expand anarea of selectionto include members of 
designated employment equity groups [PSEAss.34(1), (2)]. 


NOTE 1: Use of EE criteria to determine the AOS must be linked to the EE or HR Plan. 
NOTE 2: In external advertised appointment processes, only the President may approve 
exceptions to the National Aofs (PSCAppointment Policy). 


To establish the es sential qualifications, including official languages proficiency, the asset qualifications 
for the work to be performed and to identify the current or future operational requirements and 
organizational needs [PSEA ss. 30 (2) (a), (b) (i) (ii) (111)]. 
NOTE: The qualifications established for appointments to and within all groups andlevels must 
meet or exceed the applicable qualification standards established by the Treasury Board 
Secretariat (TBS). 


4. To establish the conditions of employment (COEs) 
NOTE 1: The conditions of employment for Border Services Officers (BSOs)and Inland 
Enforcement Officers (IEOs) cannot be modified without the approval of TDD. 
NOTE 2: ‘Consent to be deployed’ as a COE is strictly applicable to specific jobs within the 
Agency (e.g. FB jobs thatrequire defensive equipment); therefore, only levels 1A (non-EX) and 
the President (EX) can establish this COE for other positions. 
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Lorsque qu'ils exercent leurs pouvoirs de nomination, les PSD sont également responsable des pouvoirs 
subdélégués suivants : 


1. Déterminer lechoixde processus denomination à utiliser, s’il sera annoncé ou non annoncé (LEFP 
art.33) et déterminer la durée des fonctions pour une période indéterminée ou déterminée (LEFP art. 
57). 

NOTE : Dans le cadre d’un processus de nomination interne annoncé, les personnes 
subdéléguées doivent s'assurer qu'elles ont une lettre de confirmation émise par la CFP 
confirmant l’admissibilité à participer aux processusde nomination internes annoncés, et 
qu'une copie est conservée dansle dossier de dotation avant d'envisager d’embaucherles 
candidats suivants: les personnes qui ont été employées pendant au moins 3 années dans le 
bureau d'un ministre, du chef de l'Opposition au Sénat ou du chef de l'Opposition à la 
Chambre des communes, ou dans l'un de ces bureaux successivement ; les personnes quiont 
été employées pendantau moins 3 années à un poste exclu au Bureau du secrétaire du 
gouverneur général, ou dans un ou plusieurs de ces postes consécutivement. 

2. Définirlazonedesélection(ZDS) [LEFP par. 34(1)], incluant cibler exclusivement les membres des 
groupes désignés aux fins de l’équité en matière d'emploi ou élargir une zone de sélection pour y 
inclure les membres des groupes désignés aux fins del’équité en matière d'emploi [LEFP par. 34(1), 
(2)]. 

NOTE 1 : L'utilisation d'un critère EE pour déterminerla ZDS doit être en lien avecle plan d’EE ou 
de RH. 
NOTE 2 : Dans les processus externes annoncés, seul le président peut approuver des exemptions 
quant à la zone de sélection nationale (Politique de nomination de la CFP). 
Etablirles qualifications essentielles, notamment la compétence dans les langues officielles, les 
qualifications constituant un atout pour le travaila accomplir et identifier les exigences 
opérationnelles ainsi que les besoins organisationnels actuels et à venir [LEFP par. 30 (2) (a), (b)(i) (ii) 
(111)]. 
NOTE 1 : Les qualifications établies pourles nominations à tous les groupes et à tous les niveaux 
doiventrespecter ou dépasser les normes de qualification applicables établies parle Secrétariat du 
Conseil du Trésor (SCT). 

4. Établirles conditions d'emploi. 

NOTE 1 : Les conditions d'emploi pour les agents des services frontaliers (ASF) et les agents 
d'exécution de la loi dans les bureauxintérieurs (AELBI) ne peuvent étre modifiées sauf avec 
l'approbation de DFP. 

NOTE 2: Consentir d’être mutë' comme condition d'emploiest strictement réservé à des postes 
spécifiques au sein de l’Agence (p.ex. les emplois de FB nécessitant de l'équipement de défense); 
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par conséquent, seulementle niveau 1A (non-EX) etle président (EX) peuvent autoriser 
l'établissement de cette condition d'emploi pour d'autres postes. 
5. Useany assessment method considered appropriate, such as a review of past performance and 
accomplishments, interviews andexaminations, in order to determine ifa person meets the merit . Utiliser toute méthode d'évaluation jugée appropriée, notamment la prise en compte des réalisations 
established forthe positionto be staffed (PSEAs. 36). et du rendement antérieur, exa mens ou entrevues, pour déterminer si une persone rencontrele 
NOTE 1 : The sub-delegated person may ask another person(s), such as members of an mérite établi pourle poste a pourvoir (LEFP art. 36). La personne subdéléguée peut éta blir un comité 
assessment board, to assist with certain aspects of an appointment process (e.g. developing d'évaluation etle mandater d'évaluerles candidats. 
assessment questions, conducting interview), however the sub -delegated manager remain NOTE 1: La personne subdéléguée peut demander à d'autre(s) personne(s), comme les membres 
accountable for taking all decisions and exercising their discretion related to their sub- d'un comité d'évaluation, de l'aider dans certains aspects du processusde nomination (p.ex. 
delegated authorities. élaborer des questions d'évaluation, mener des entrevue), mais le gestionnaire subdélégué 
NOTE 2: The authority to provide approval to proceed with a staffing action for initialentry or demeure responsable de toutes les décisions et est responsable d’exercersa discrétion 
re-entry into the FBO2 job (CBSA officer trainee) and FB-03 (Border services officers and Inland relativement à ses pouvoirs subdélég uées. 
enforcement officers) are within the sole authority of Training and Development Directorate NOTE 2 : Le pouvoir de donnerl'autorisation de procéder à toute action de dotation pour l'entrée 
(TDD). Any managerattempting to begin a staffing action for these jobs outside of the Officer initiale ou la réentrée d'un poste au niveau FB-02 (agent de l'ASFC stagiaire) et FB-03 (agents des 
Induction Model (OIM) must consult with TDD; additionally, TDD remains the only authority to services frontaliers et les agents d'exécution de la loi dans les bureaux intérieurs) relevent de la 
provide approval to proceed with the staffing action. This note only applies to staffing outside compétence exclusive de la Direction de la formation et du perfectionnement (DFP). Tout 
the Officer Induction Model (OIM); forstaffing through the OIM refer to section 9c (pg. 12). gestionnaire qui tente d’amorcer une action de dotation pour ses postes à l'extérieur du modèle de 
base pourles agents (MBA) doit consulter DFP. Par ailleurs, DFP reste la seule autorité à mener le 
At their request, informally discuss the decision to eliminate a person who has been eliminated from processus. Cette note s'applique qu'ala dotation fait à l'extérieur du modèle de base pourles 
further considerationatanystage of an internal appointment process (PSEAs. 47). agents (MBA); pour la dotation faite dans le cadre du MBA, référez-vous à la section 9.c. du 
NOTE: Assessment Board Members and Human Resources Advisors may provide feedbackto présent document. 
candidates, however the sub-delegated manager remains accountable for all decisions related . À leur demande, discuter de facon informelle avec les personnes dont la candidature n’a pas été 
to staffing authorities (e.g. reintegrating a candidate in the assessment process) retenue dans le cadre d'un processus de sélectioninterne, dela décision de les éliminer (LEFP art.47). 
To inform persons of the na me of the person being considered for each internal appointment (PSEA s. NOTE: Les membres du comité d'évaluation peuvent fournir de la rétroaction, toutefois la 
48(1)), to fix a waiting period during which appointments or proposed appointments may not be made personne subdéléguée demeure responsable de toutes les décisions relativement à ses 
(PSEAss.48(2)), andto inform persons who were advised in the first notification of the name of the pouvoirs subdéléguées (p.ex. réintégrer un candidat dans le processus d'évaluation). 
person being appointed or proposed for appointment (PSEA ss. 48(3)). . Informer les personnes du nom dela personne retenue pour chaque nominationinterne [LEFP par. 
NOTE: The waiting period must meet or exceed the minimum established by the PSC 48(1)], fixer la période d'attente pendant laquelle aucune nomination ne peut étre faite ou proposée 
To inform, further to an internal appointment process, the personsinthearea ofrecourse ofthe name [LEFP par. 48(2)] etinformer les personnes ayant été avisées dans la première notification du nom de 
ofthe person who is proposed to be, or has been appointed, in anacting capacity, and of theirright la personne nommée ou proposée pour une nomination [LEFP par. 48(3)]. 
and grounds to make a complaint (PSERS. 13). NOTE: La période doitrencontrer ou excéder le minimum établi parla CFP. 
Inan advertised external appointment process, to give preferencei n the following order (PSEASs. . Aviser, lors d'un processus denomination interne, les personnes comprises dans la zone de recours, 
39(1), (2), (3)):a personin receipt of a pension by reason of war service: a veteran ora survivorofa du nom de la personne proposée pour une nomination intérimaire ou déjà nommée de façon 
veteran;and a Canadian citizen, inanycase where a person who is nota Canadian citizen is also a intérimaire et del eur droit de déposer une plainte (REFP art. 13). 
candidate. . Danslecadred'un processus de nomination externe annoncé, accorderla préférence dans l’ordre 
. Decide to not apply the provisions of the PSEA that relate to appointinga person with a priority suivant [LEFP par. 39(1), (2), (3)]: aux pensionnés de guerre, aux anciens combattants ou à leurs 
entitlementif the appointment will result in another personhaving a priority right (PSEAs. 43). survivants, et aux citoyens canadiens dans le cas où un non citoyen canadien est également candidat. 
. Make appointments to and within the public service, based on merit and free from political influence . Décider de ne pas appliquer les dispositions de la LEFP visant la nomination d'une personne qui a droit 
and establish the effective date of appointment (PSEA ss. 29(1), 30,55 and 56). a une priorité de nominationlorsque cette nomination aurait pour effet d'accorder a une autre 
personnele droit à une prioritë [LEFP par. 43]. 
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Note: In orderto commit funds (sign a letter of offer), the person must havea financial card at 
the appropriate level and forthe appropriate cost center. Please consultfinance for more 
information. 
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11. Fairedes nominations à et dans la fonction publique, ba sé surlemërite et sans influence politique et 
déterminer la date effective dela nomination [LEFP par. 29(1), 30,55 and 56]. 
NOTE: Pourengager des fonds (signer une lettre d’offre), la personne doit avoir une carte 


financière au niveau approprié et pourle bon centre de coût. Veuillez consulterles finances 
pour plus d'information. 
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